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Originally this tool was shown as a filing cabinet (icon) with folders
inside of filing drawers, etc.

The left side of Explorer's window are the folders at various levels. The Desktop is the very top
level.

My documents, My computer, My Network Place, Recycle Bin, etc. are the second level (on most
computers the second level of Explorer includes all the folders on the desktop - not the shortcut
icons.)

The plus sign [+] on a folder means that more folders and files are contained inside. When you
click on the plus sign, the list expands to show the folders.

A minus sign [-] on a folder means that it is fully expanded. You can click on the minus sign to
collapse the list.

When you select a folder, the icon changes to appear to be open, with its contents spilling out
into the right panel. In the right side are the folders and files that are contained within the
folder you select in the left panel.

Practice Exercise

e Click the Plus sign (+) to expand the list of folders in the left panel.

e Click the Minus sign (-) to collapse the list.

e Click on the folders in the left panel to see how the subfolders and files are displayed on
the right panel.

e Use the scroll bars in the windows to navigate.

e Click on the items on the menu bar to see the options provided.

e Identify in your Explorer all the items identified above.



